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1956 - to date Payroll Adjustment Register File

lo ®  Whac fs the function of the office In which this record series Is created
The function of the office in which this record series is created is to ‘ audit payroll source
documentation to assure its validity while being processed for record and peyment. This

function of intermal control sllows for fewer mistakes.

1 DESCAIPTION OF SERIES — Inciude Porm Mo. & Form Title, If any ang file arrangezent
.

Payroll Adjustment Register File - Consists of adjustments made to payroll for changes
in the hasic payroll from one pay period to the next. Documenis included in the file are payroll
adjustment form 1-8 (pr 1-8) and a computerized listing of such. It is a chronological arranged
multicolumar file.
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a.[]JSTATE b.[]STATUTE OF c.[]AUDIT d.[]FEDERAL  e.f]ADMINISTRATIVE f.[JHISTORICAL

[ QUESTIONNALRE Pece o8 “=° i tne proper cotvmn. 1f smwver 10 Who pioner owiais o YES " NO |
13. Is this the Record Céfy of the series? ‘_ 0 []
14, Is there a duplication of this ‘serles in another office or agency? o R I[1

* 'in Earnings Report & Payroll Papers 1 thru 8 Files -
15. Is the infbrmation containéd iW this series ever summarized or published? | [X_ﬁ_[]
16. Does the series contain classified information réquiring security ha.ndiing? ‘7 [1- m
17T. Does the series document policies and procedures of agency's operation or functlon" [] ’-[3
lBi Cou]it'i ‘:é.he funct:.on be ;_J‘er‘ili‘;;'irned if the files were lost or destroyed? ’ ' (X []
19. Is the seri_es (or major portion of it) regularly microfilmed? If yes, why? {1 ;',[X*X*
20. Does the record seri-es provide data as input to an EDP fiie? 7 [xr (1
21. Does the record series contein documentation produced as EDP p-rinféut? '[i {1

‘22, Is the series affected by Federal or grant funds? _ ] (] - B ¢
23. Will there be a need for these re;cords 10, 15 ‘years from now? If yes, what? [1] _[i
2k. REQUIREMENTS. The following requires the files to be kept_ Q) __ years

LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

This series is used as and administrative tocl for balancing and control
purposes.

25.

~of each -[]JCALENDAR YEAR ~[JFISCAL YEAR -[]OTHER , sthen:

AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

A.[]Destroy immediately after cut off. )
B [JHold in current files area = - month(s)/ year(s), then:
: "1 [)pestroy. ' -
2 []JTransfer to records center; hold year(s), then:
Destroy.

3 [lDestroy after audit (or year(s) after audit).
C.[JHold in current files area indefinitely.
D.[JHold in current files area year(s), then transfer tc Archives permanently.
E.[]other

(Indicate briefly rationale for recommendations above/or write additional remarks):
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Guestionnaire - Payroll Adjustment File - Explanation of Yes answers -
.-t to Questions 14-23
The series is duplicated in part by the Earnlngs report and Rayroll Papers 1-8
file but not in its entirety.

The adjustment reg;ster itself is a summary of adjustments made to a payroll for one
particular period. '

It would be possible to reconstruct the file from the FEarnings Report and Payroll
Papers 1-8 File.

The Payroll Paperé 1-8 are used as input into an EDP File.
Part of the recgrd series itself is an| * EDP Prlntout the Adjustment Régister.

The payroll periodl-8 also are used to up date ‘anf earnings report tape before
checks and a check register may be printed by the computer system.




